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Introduction 
The purpose of this report is to discuss employability skills and academic skills. I will be writing this report to prove how I identify the development of my own academic and employability skills. Therefore, I’ll be using my own knowledge and the internet resource to help and understand what’s a skill, what’s the importance of having a skill and the benefits of having the correct skills at the workplace in general. I will be explaining different points and giving different examples that may help the understanding of having a good employability skill and academic skill. This report will begging with a short explanation about what is a skill and what are employability skills, this will ensure that whomever is reading this report will have a roughly idea on what this report/ discussion is about. I will include what are the three main skills which are that are soft skills, hard skills and transferable skills and explain why we need it and how is it putted into practice. Towards the end you will find a brief explanation of what is the meaning and structure of SWOT, what is the SWOT used for along side with a diagram. You. Will also find my personal development plan which will indicate my future goals.




What is a skill?
With the use of my own knowledge and the internet resource I will be giving a brief definition and an example of what is a skill and what is it used for. A skill is an ability that a person has to do something well, a skill can be based on your own knowledge or it can be trained to have the right knowledge to be able to accomplish something correctly. For example, a student requires a skill which is to have the ability of learning. It prepares you for the scholar level which you are in and the next. The need a good academic year and skill for a student. It requires to have an importance of a good reading comprehension skill, the ability to have a good effective writing skill, the ability to integrate with other students to be able to develop other skills throughout the academic year. This is some essential skills that a student needs to have.

What are Employability skills?
Using my own knowledge, I will be giving the definition of employability skills and what are the employability skills. Although, I will be using the internet engine to reinforce my points on what is and are the employability skills. Employability skills can be identified has having a good workplace skill and knowledge. However, there is an importance to have qualifications, for example qualifications are needed when applying for a job. This is used to meet the right job criteria’s, meaning that to be able to apply for a job or to be able to work you need to have a certain qualification. Therefore, with those qualifications, “most common name referred as scholar grades”, it will be then giving a decision  if you are the correct candidate for the job that you applied, bearing in mind that at a workplace it involves competition  most likely whoever has the highest grades are more likely to get the job but having right attitudes can also get you a highest chance of being acceptable at a workplace.

What are soft skills? What are hard skills?
Soft skills
According to my own knowledge I can site that soft skills is the ability to have a high variation of skills that enables people to continue interacting amongst others at the workplace environment. Using google resource I could acknowledge that soft skills are a combination of people’s skills and social skills, it is a skill that does not involved being trained. It requires the usage of the common sense to deal with other’s around positively and well mannered, making sure that the workplace criteria’s are met and well applied. For example having a good communication and being well mannered  skills can be a soft skill as it is a simple skill that everyone can adapt, it does not need to be taught because it comes from the person.
Hard skills
Using my own knowledge hard skill is a skill that it’s teachable, it gives the ability for you to be taught on how to read, write and many other’s you can get those skills in the classroom. Using good to research about hard skills it taught me that it is defined that hard skills as technical abilities, which it helps to fit in to work. Hard skills can also be acquired through website online courses, books and many other ways. For example working at receptionist at hotel it requires to open till and close till in every shift that each person those that means that the possibilities of hard skills that the person will have is network configuration that helps you  keep records on what are you opening and closing , java coding is also identified as a hard skill as it lets you put how much money is left or taking.

Soft or transferable skills
Soft or transferable skills are skills that are transferable and applied to any job meaning that you can use the same quality skills that is used for one job to another. According to my research when using transferable skills always take into consideration skills that you already possess. Therefore, when applying for a new job different candidates will have a variable skills but common skills will always take in place for example; a good communication skill, team work and many others.

Communication skills
With my own knowledge I can say that communication skills is the ability to deliver and receive information by speaking clearly and listening carefully creating a purpose of an understanding. Communication skills also involves the ability of writing properly with a correct grammar and spelling and reading, this two purposes can have a big impact into the communication skills sector as if for example at the workplace you have to send or read an email to another company it requires a good understanding on a way that the receiver will understand. Using the internet resource it stated that communication skills is the ability to be able to communicate within the workplace for example, be able to have an affective communication with colleagues, superiors and other members of staff. Being able to communicate not only by using speech but using other methods of technology for example phones and the ability of using emails which is by writing and reading. Having a brilliant communication at your workplace can bring lots of opportunities such as getting promoted. For example at a workplace, Mcdonald’s restaurant if a client is being rude most likely the staff that is serving the costumer cannot be rude back although, the staff has to maintain the workplace rules and try to solve the problem by using correct words gestures and a good posture which then identifies being helpful and insuring that the costumer loses its way of being aggressive and co-operate with the staff.

Ability to understand and give instructions
Using my own knowledge, I will give a brief talk about ability to understand and give instructions. To be able to work at any sector of a work-place it requires a various amount of abilities in this case I can say that the ability to listen well when someone is speaking is very important as well as giving instructions. This two abilities comes into one, for example you travel to a different country and you don’t kno0w how to speak the native language and you want to ask for instructions to go somewhere like to a shop to get some snacks or refreshers you it will be fundamental to listen carefully and understand what is the person saying as you don’t understand the language, meaning that when you are giving someone instructions you need to be sure that the instructions that you will eventually give are well understandable and well instructed.

Working with a team and time management 
Two categories that you can take into consideration when working with others. Firstly I will be talking about time management, managing your time can have a big improvement in your career according to my research being well organized will help you to complete your day to day tasks on time, for example using a note pad you can write your appointments down making sure that is need and this will ensure that you won’t miss on anything that you have planned to do this will lead to big accomplishments at your work place and advance your position. Finishing with working with a team. Working with a team will consist in you working affectively with your colleges at the work -place environment , having an affective communication skill can boost your ability of working with others meaning that the way you speak/ your speech will be clear ensuring that when you are trying to solve a problem at your work place others will be able to understand your tone of voice clearly.

Mind tool analysis SWOT 
SWOT Analysis stands for STRENGHTS, WEAKNESSES, OPPORTUNITIES AND THREATS, this is a technique that you can use to manage your own business. SWOT
can be use for your own abilities when trying to plan a business is very beneficial. You can perform a table and inside the table write down all the four techniques for example 
	STRENGHTS 
I have a good communication skill and I’m very creative, I like to always develop my skills as it will benefit for my future career.
	WEAKNESSES 
I need to be more organized, making sure that I make note’s so I get things done on time. 

	OPPORTUNITIES
If a colleague needs to leave early I’ll make sure to cover their duties. This will ensure that the workplace runs properly without no errors.
	THREATS
Someone at the company is trying to compete with me, this will have a massive impact at work because instead of focusing a lot of misunderstand will happen. this will set the workplace bad examples, big competition for the same work area.



This is an example on how I would set up the SWOT table for future use, making sure that I would use every idea that is written on the table for an actually business idea.
Personal Development Plan (PDP)
For my personal development I would like to improve the skills that I currently hold, I would like to maintain in education to be able to develop more skills that will eventually be valuable for the near future. I would like to fulfil my desired goal which is to be able to be my own boss and open an unique future successful business. Therefore, I know that I will have to work hard and improve the skills that I currently hold to make this possible.
Conclusion 
Giving a conclusion to this report I have analysed the importance of academic skills and employability skills, in general there is three  types of skills ,soft skills, hard skills and transferable skills, soft skills which is combined by people’s skills like creativity, time management and many others, hard skills which is a combination of learning skills like education and trained skills for the workplace. Transferable skills that are skills that it can be transferable from one workplace to another when it is suitable for the right job role. I could write the original formula of SWOT and analysed the swot analysis giving a personal development plan within the work place sector for the swot analysis.
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Introduction
The aim of this report is to discuss the importance of the employability academic skills. This report will include facts, examples and references that I will eventually research and with the usage of my own knowledge and understanding of the subject
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o Paraphrasing Exercises
adapted from http.//web.jjay.cuny.edu/~esl/paraphrasing Lhtm

Which sentences are closest in Meaning to the five sentences below?

1

2

25% of adolescents Who have one baby have a second baby within two years of the first baby's birth
a_ 25%of babies ar@ born to mothers who are adolescents

One out of four adolescent mothers has another baby befora the first baby reaches his second
birthday
. Aquarter of adolescent mothers gives birth when their first born is two.

25% of adolescent mothers become pregnant again when their first babies are two years old

it has been reported that the richest one percent of Americans own 40% of the country's wealth.
a  Therichest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor conting

ues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth

@ 40% of the country's wealth is in the hands of only 1% of Americans.

99% of Americans own 40% as much as the richest 1%.

3 iégjudge was relieved when the jury was finally ready to announce its verdict.

When the jury announced its verdict, the judge was relieved
b The judge asked the jury to arrive at a verdict.

@ The judge welcomed the prospect of an imminent verdict.
d

4

The jury welcomed the judge's relief.

Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.

D Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
b,

5.

Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.

c. Women who were abused as children are more likely to abuse their own children.
irls who testify about maternal abuse tolerate abuse as adults more readily.

Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.

@ Martha feels that writing about adolescent problems is worthwhile.

Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1

Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as.they do now. g0

N | . - aen
=S ot Mgl Y0 :
Ronny told his aunt that a bear had attacked him, which she found difficult to believe. -
onoys ot

Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.

3] \

Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932,

A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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Writing paragraphs

Identifying and supporting topic sentences

(from Uefap)

Exercise 5

Put the following sentences in the correct order in produce well organised paragraphs

13
4

AR

{
B}
~
N

1

Paragraph 1

a. For a lightweight poster or sign, you can use either offset book stock or cover stock

b. You'll probably have to take your publication to a commercial printer, however, since bristol
won't feed through most desktop printers or copy machines

c. The type of paper you choose for a

poster or a sign depends on how it will be reproduced and
how it is going to be used.

d. If you need to create a more durable poster or sign, or create packaging, bristol stock is your
best choice

(Microsoft publisher CD deluxe companion, p. 185)
Paragraph 2

a. It's rare, but not unheard of, for mail to go astray.

b. And many corporate mail servers have had growing pains, too, experiencing holdups and the
odd deletion

¢. On the whole though, you can assume email will arrive.

d. However during 1997, AOL and Microsoft Network - to name just the big players - had severe
mail outages resulting in the delay, and in some cases loss, of email

/\ e. In general Internet email is considerably more reliable than the postal service

6

[
3

3

Y

|

(The Internet and world wide web: The rough guide, (1997), p. 15)
Paragraph 3

a. Time may indicate the importance of the occasion as well as on what level an interaction
between persons is to take place.

b. The same applies for calls after 11:00 P.M
c. Different parts of the day, for example, are highly significant in certain contexts

d. Our realisation that time talks is even reflected in such common expressions as, "What time
does the clock say?"

e. In the United States if you telephone someone very early in the morning, while he is shaving or

having breakfast, the time of the call usually signals a matter of utmost importance and extreme
urgency.

f. A call received during sleeping hours is apt to be taken as a matter of life and death, hence the
rude joke value of these calls among the young.

D:\Momning Mats & admin 2013\Academic Writing\Paragraphs\Writing paragraphs.doc




image4.jpeg
SmvewsITY of vt

Teinity Saint David Academic and Employability Skills - BMSW4001
LONDON Term1
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in
appendix together with you Task 1 (part of the Assignment for this module).

the form of an

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices. no -
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a) Students are borrowing more money to finance college education
compared with 10 years ago but, when they graduate, their loan payments
are taking up a smaller percentage of their salaries.

A half of all graduates borrow some money, according to figures from the
US Dept. of Education, up from 34% in 1977.
The government has been deliberately shifting the emphasis from grants

to loans, and more students have been forced to take out loans because of
rising fees.

"oa

Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
smaller percentage of their salaries 50% of all graduates borrow money,
according to US Dept. of Education figures, compared with 34% in 1977.
The government has deliberately been shifting emphasis from grants to

loans. More students have been forced to take out loans because of
increasing fees.

C,

More money is being borrowed by students to finance college education.
Half borrow some money, compared with 34% in 1977, according to

US Dept. of education figures. The government has emphasised loans
rather than grants and rising fees have forced students to take out the
former. However, when earnings are taken into account, the debts should
not be a hardship for the majority of graduates.

d) More students (50%) are taking out loans to finance college education
than in the past (34% in 1977) due to rising fees, the move away from
grants being in line with US Government policy. However, the proportion of
earnings needed to repay the money is smaller.
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Look at the items below. Reorder the pieces of =3
information within each entry appropriately and list
all the references:

(i)
> - H Carron, J. C. (ed.). Francois Rabelais: Critical Assessmentsi}ohn Hopkins 7 -
¥

= University Press, $9962

F~

. - c
H W. Iser (2003). T} ied reader||Cambridge University Press, 4
Cambridge. 2
B D. Walter (2004) Literature in the Modern World. Oxford University >

Press.

B Terry Eagleton 1996 Literary Theory. New York 0

B Baker, E., Mary Barrett, Lesley Roberts, Working Communication, 2002, '/q
John Wiley and Sons: Milton.

B Jones, M. (2006) ‘The Effects of Globalisation on the Chinese Economy’,
The Economist, vol. 23, no.2, pp. 108-125.
B Terry, Eagleton. ‘Newsreel History’, in LRB Vol 20, No 20 (1998)

¢ http://www.Irb.co.uk/v20/n22/eagl2022.htm /

P C/’f( B Learning Styles, Wikipedia, retrieved March 21, 2009, from
e http://en.wikipedia.org/wiki/Learning_styles
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Steps to Writing a Summary One spectes of bat fecds on the blood of lang: mammals. This i the comamun vampie bat, which e
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1. Read and understand the promp or writing divections. What re you being asked 1o wrte sbout?
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about, and understand the text. Review the material © make sure you know it well. Use a dictionary or
gure out the meaning of any important words that you don't know.

v Wi o th i s nd iporant Gl of s i Summary

thesis statement. In a single sentence, sate the main idea of the artcle. The thesis stement should menlion

the underiying meaning of the article. notyus the superfcial detail Introduction [
* Start with a summary or overview of the In the article “Bats.” by Debbie Dean, we
article which includes the author’s name  jo,m ‘contrast to some mistaken beliefs.

and the title of the article. bats are not blind rodents that usually have
rabies. They have sight, are mammals. and
not especially likely to carry rabies. Bats are

* Finish with a thesis statement that states

e maliIdex/ef che arilcle: relatively misunderstood and unappreciated.
g Bats have some interesting physical features.
e unles they e et auotations.
sdidminroan T “They have similar bone structure and skelctons

i e e R A e e < s o parsraphsmyour | 10t ofbunans.sthey e ed

I words and phrases 1o connect idcas? summary depends on the length of the rodents. They are color blind. so they use
original article. echolocation if there is not sufficient ligh

Aling. grammar, and punctuation. 1 the verb ense consiicnt? Are all names Otherwise, their sight is enough

ou avoided witing run-on scmtcices and sentence fragments” * Your summary should be about one third | Species of bats total about a thousas

luc or black ink. Skip lincs. Writc un on ~ide of the paper only. Include a tille on the top. the length of the original article. species come in a varicty of sizes

unique dicts. Most ¢
products and small

* Start each body paragraph with a topic
sentence.

* Each paragraph focuses on a separate
main idea and just the most important
details from the article.

* Put the ideas from the essay into your
own words. Avoid copyi
sentences from the articl

* Summarize the main idea and the
underlying meaning of the article.
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Summaries (taken from Study Skills for Academic Writing Trzeciak 8Mackay)

Read the text and then look at the summaries.
Which of the summaries is acceptable?

Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries.

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
rising fees.

‘College students are borrowing more than they did 10 years ago to pay for
rising college tuition,” said Acting Secretary of Education Ted Sanders. ‘But
when you take earnings into account, debt should not be a hardship for most
graduates.’

FOUR WHEELS GOOD

The growth of the car industry paral
' modern capitalism. it began in Frar

Alfied Sloan's management theories helped General
become the world's dominant car company. Afer th
car makors focused on the styling of
products, to encourage more frequent model chang
From the 19705 there was criticism of the industry.
ineffciancy of most vahicies, which used petrol
Atthe same tima, trades unions became increasing!
in defence of their members' jobs. Today the indu
soma of the most famous brands in the world. H
car makars are currently threataned by increased c
and saturated markots.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible,

using the word in brackets where given. Pay attention to
grammar and make sure what yo

U write matches what is already gi‘@
1) There will be a few changes around in the office. (announce)

Theboss _ CANNOULNCQ SO fea Socet 15\ in the office.
2) He doesn't write to me as frequently as | wanted. \/

wish_ W€ (ocete 10 a-e pden

3) We were concerned about her health. N -/

Wehadsome _ ( ODCec (" Nyyw i VO hoe)h @
<

4) You;reren 't careful, so you made 50 many mistakes. (had) " l/' (M

If (J )L._CAI = NOCE OHPNY N somany mistakes.
5) The council cut fundlng so we could not provide free parking.

Because of e, Co X c

«bww} TG o~ bwﬁpxcm {

6) His proposal was a fan ure as it w was too theoretical. (relied) |
His proposal o N (€( 1 /(C ~ lD\ 4
- By

7) It?rlas Mary who stole money \/

He accused . ). L

8) He seems well-educated. However, he's not very bright. (although) @ \ N
WA A %, OV~ 0 ol 0 AN_O\ OV

9) Universities place the burden of understanding plagiarism and @n conventions on

students. 1 - |
The responsibility for __ | (o'l ) 1 LA ISIA A

L
-

10) 33% of adolescents who f;L\Btngbaby, aver a sec within two years of the first
babys blrth (third)
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